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LIBRARY 
OF-  THE 
UNIVERSITY  OF  ILLINOI' 


SCHOOL  DISTRICT  No.  ONE 
DENVER 

(Adopted  by  the  Board  January  12,  1916) 


AND 


The  Preliminary  Report  of  the 
School  Survey 

(Dealing  with  General  Organization  and  Administration) 


WITH 


APPENDICES 

Showing  the  By-Laws  in  Full  and 
the  Summary  of  Survey  Recommendations 


' NOTE — This  comparison  has  been  prepared  to  show  that  in  prac- 
tically all  points  of  consequence,  the  By-Laws  adopted  by  the  Directors 
of  School  District  No.  One  on  January  12,  1916,  follow  the  recommenda- 
tions of  the  School  Survey,  which  is  being  conducted  by  a joint  ar- 
rangement of  the  Directors  of  the  District  and  the  Colorado  Taxpayers 
Protective  League. 


COMPARISON  OF  BY-LAWS 


OF 


SCHOOL  DISTRICT  No.  ONE 
DENVER 


(Adopted  by  the  Board  January  12,  1916) 


AND 


The  Preliminary  Report  of  the 
School  Survey 

(Dealing  with  General  Organization  and  Administration) 


WITH 

APPENDICES 

Showing  the  By-Laws  in  Full  and 
the  Summary  of  Survey  Recommendations 


NOTE — For  the  sake  of  brevity  some  portions  of  the  by-laws  dealing 
with,  details  are  omitted  in  the  comparison.  Their  subject  matter  is 
indicated.  Both  the  recommendations  of  the  survey  and  the  by-laws 
of  the  Board  are  given  in  full,  without  change,  in  the  appendix  to  this 
compilation. 
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APPENDICES 

I. 

By-Laws  of  the  Board  of  Directors,  School  District  Number  One, 
City  and  County  of  Denver. 

Adopted  by  vote  of  the  Board,  January  12,  1916 
ARTICLE  I. 

Section  1.  The  twentieth  amendment  of  the  constitution  of  the  State  of 
Colorado,  adopted  November,  1902,  and  declared  effective  by  the  governor,  De- 
cember 1,  1902,  declares  this  district  to  be  a body  corporate,  by  the  name  and 
style  of  “School  District  Number  One  in  the  City  and  County  of  Denver,  and 
State  of  Colorado.” 

Section  2.  The  regular  election  for  filling  vacancies  in  the  board  of  direc- 
tors shall  be  held  biennially,  according  to  law,  on  the  first  Monday  in  May. 

Section  3.  The  board  of  directors  shall  consist  of  five  (5)  members,  elected 
in  accordance  with  law,  for  a term  of  six  (6)  years  each. 

Section  4.  The  certificate  of  election  or  appointment  of  members  of  the 
board  of  directors  and  oaths  of  office  shall  be  kept  of  record  with  the  secretary, 
and  on  file  with  the  county  superintendent.  The  oath  of  office  shall  be  made 
before  a notary  public  within  ten  (10)  days  after  election. 

Section  5.  At  the  first  meeting  of  the  board  of  directors  after  the  annual 
election,  the  board  shall  proceed  to  organize  by  the  electing  of  a president,  who 
shall  be  a member  of  the  board ; a secretary  and  a treasurer.  The  terms  of  office 
of  these  officers  shall  be  two  (2)  years. 

Section  6.  At  the  first  regular  meeting  in  January,  or  at  any  regular  meet- 
ing when  there  is  a vacancy  in  the  superintendency,  the  board  shall  elect  a super- 
intendent of  schools,  for  the  term  of  three  (3)  years,  which  shall  begin  July  first, 
following  the  election,  or  on  such  other  date  as  may  be  determined  by  the  board. 

Section  7.  At  the  January  meeting,  the  board  of  directors  shall  employ  an 
assistant  superintendent  in  charge  of  business  affairs  for  a term  of  two  (2)  years, 
who  shall  be  and  act  under  the  general  direction  of  the  superintendent  of  schools, 
and  at  this  meeting  the  board  shall  also  employ  an  attorney  for  the  district  for  a 
term  of  two  (2)  years. 

ARTICLE  II. 

Section  1.  The  president,  when  present,  shall  preside  at  all  meetings  of  the 
board  and  of  the  district.  He  shall  sign  all  contracts,  bonds,  and  orders  for  the 
payment  of  money.  He  shall  appoint  all  committees,  unless  otherwise  ordered. 
The  president  shall  also  be  custodian  of  the  official  bond  of  the  secretary,  which 
shall  be  recorded  in  the  records  of  the  corporation,  and  kept  by  him  in  a box  in 
a safe  deposit  company.  He  shall  exercise  such  other  powers  as  properly  apper- 
tain to  his  office,  or  which  may  be  conferred  upon  him  by  the  board. 
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Section  2.  The  secretary  shall  have  charge  of  all  records  of  the  board  of 
directors  and  of  the  district.  He  shall  be  custodian,  and  shall  keep  in  a fire- 
proof vault,  or  other  safe  place,  all  contracts,  securities,  documents,  title  papers, 
books  of  record,  insurance  policies,  receipts,  bills,  canceled  bonds,  coupons  and 
warrants,  and,  with  the  exception  of  his  own  bond,  other  papers  belonging  to  the 
school  district. 

Section  3.  The  secretary  shall  have  charge  of  the  accounting  and  bookkeep- 
ing department  of  the  board  of  directors,  and  of  the  bookkeepers,  stenographers, 
clerks,  and  other  employees  in  this  department,  and,  with  the  approval  of  the 
superintendent  of  schools,  he  shall  recommend  to  the  board,  from  time  to  time, 
such  employees  as  shall  be  needed  for  the  execution  of  his  work. 

Section  4.  The  secretary  shall  keep  the  minutes  of  the  meetings  of  the  board 
of  directors  and  a calendar  of  all  matters  referred  to  committees  and  others,  and 
report  action,  or  non-action,  on  the  same  at  each  regular  meeting. 

Section  5.  The  secretary  shall  send  written  notices  of  both  special  and 
regular  meetings,  as  provided  by  these  by-laws,  and  he  shall,  within  three  (3) 
days  after  each  meeting,  send  a copy  of  the  minutes  of  each  meeting  to  each 
member  of  the  board  of  directors,  to  the  attorney,  the  superintendent  of  schools, 
and  to  the  assistant  superintendent  in  charge  of  business  affairs.  He  shall  receive 
and  reply  to  all  communications  to  the  board,  according  to  the  direction  of  the 
board. 

Section  6.  The  secretary  shall  cause  the  property  of  the  board  to  be  insured 
in  such  amounts  and  with  such  agents  as  the  board  may,  from  time  to  time,  direct, 
and  he  shall  keep  a record  of  the  insurance  on  all  school  property. 

Section  7.  The  secretary  shall  prepare  the  pay  roll  upon  information  given 
him  by  the  superintendent  and  his  assistants. 

Section  8.  The  secretary  shall  audit  all  bills  and  claims  against  the  district. 
He  shall  also  draw  all  warrants  in  payment  of  claims  against  the  district. 

. Section  9.  The  secretary  shall  audit  all  cash  collections  received  by  the 
agents  of  the  board,  and,  with  the  approval  of  the  superintendent  of  schools,  shall 
determine  the  kind  and  form  of  reports  to  be  required  of  such  collecting  agents. 
He  shall  receive  all  moneys  collected  from  tuition,  fines,  sale  of  text-books,  sale 
of  school  property,  lunch-room  sales,  supplies,  use  of  school  property,  etc.,  and 
he  shall  deliver  the  same  to  the  treasurer  of  the  district  at  least  once  a month. 

Section  10.  The  secretary  shall  submit  to  the  board  of  directors  and  super- 
intendent a monthly  report  of  receipts,  disbursements,  and  budget  balances,  at 
the  regular  meeting  of  the  board,  and  an  annual  report  at  the  July  meeting,  each 
year. 

Section  11.  The  secretary  shall  perform  all  duties  imposed  upon  him  by 
law,  and  such  other  duties  as  may  be  directed  by  the  board  of  directors. 

Section  12.  The  treasurer  of  the  district  shall  receive  all  moneys  accruing 
from  the  sale  of  bonds,  and  shall  pay  out  the  same  upon  warrants  signed  by  the 
president  and  secretary  on  account  of  erection  and  furnishing  of  school  buildings 
and  the  purchase  of  school  grounds.  He  shall  countersign  all  warrants  drawn 
upon  the  county  treasurer. 
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Section  13.  The  treasurer  of  the  district  shall  keep  all  necessary  accounts 
pertaining  to  the  duties  of  his  office,  and  shall  render  a semi-annual  report  of  all 
moneys  received  and  disbursed  by  him.  He  shall  furnish  such  bonds  as  shall  be 
required  by  the  board. 

Section  14.  The  superintendent  of  schools  shall  be  the  executive  officer  of 
the  board  of  directors  for  the  management  of  schools.  He  shall  attend  all  meet- 
ings of  the  board,  unless  there  is  urgent  reason  for  his  absence,  and  he  shall  co- 
operate and  advise  with  all  committees  of  the  board.  He  shall  have  power  to 
make  rules  not  in  conflict  with  law,  or  these  by-laws. 

Section  15.  The  superintendent  shall  investigate  the  need  of,  and  recom- 
mend to  the  board,  provision  for  school  facilities  in  the  various  districts.  When 
called  upon,  he  shall  give  opinions  to  the  board  or  its  committees  of  all  matters 
to  be  acted  upon,  and  he  shall  make  monthly  reports  of  the  general  condition  of 
the  schools,  with  such  recommendations  as  he  thinks  best  for  their  improvement, 
and  which  require  the  action  of  the  board. 

At  the  regular  meeting  in  July,  he  shall  submit  an  annual  report. 

Section  16.  The  superintendent  shall  recommend  to  the  board,  from  time 
to  time,  administrative  officers.  He  shall  also  recommend  attendance  officers, 
principals,  supervisors  and  teachers,  in  accordance  with  the  rules  of  the  board, 
physicians,  nurses,  stenographers,  clerks  and  other  employees  in  the  educational 
department,  as  there  is  need  for  employees  during  the  year,  and  before  the  first 
day  of  May,  each  year,  submit  the  names  of  all  persons  to  be  appointed,  or  re- 
appointed for  the  ensuing  year,  with  salary. 

Section  17.  The  superintendent  shall  assign  all  teachers  to  their  positions 
in  the  schools,  and  also  shall  have  power  to  make  such  change  in  the  position  of 
any  teacher  as  may  be  necessary  for  the  interest  of  the  school.  He  shall  deter- 
mine the  time  and  place  for  the  examinations  of  applicants  for  positions  as  teach- 
ers; and  he  shall  conduct  or  cause  to  be  conducted,  examinations  of  applicants 
for  positions  as  teachers. 

Section  18.  The  superintendent  shall  have  power  to  suspend,  temporarily, 
any  teacher  or  other  employee  working  under  his  direction,  pending  the  action 
of  the  board ; and  he  shall  have  power  to  suspend  from  the  privileges  of  school 
any  pupil  guilty  of  infraction  of  the  rules  of  the  school.  Pupils  suspended  may 
be  reinstated  by  the  superintendent. 

Section  19.  The  superintendent  shall  recommend  to  the  board,  for  ap- 
proval, courses  of  study  and  improved  courses  of  study,  and  all  text-books  to  be 
used  in  the  schools.  He  shall  prepare,  in  conference  with  the  assistant  super- 
intendent in  charge  of  business  affairs,  an  annual  budget  showing,  by  depart- 
ments, appropriations  necessary  to  meet  estimated  needs  of  the  ensuing  year,  and 
he  shall  submit  the  same  to  the  board  for  approval  on  or  before  the  first  regular 
meeting  in  May  of  each  year.  He  shall,  within  the  limits  of  the  detailed  budget 
of  estimated  expenses  for  the  year,  duly  approved  by  the  board,  have  power  to 
approve  and  direct  all  purchases  and  expenditures,  making  to  the  board  at  any 
time,  in  addition  to  the  monthly  report,  such  report  of  expenditures  as  the  board 
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may  request.  He  shall  recommend  to  the  board  the  transfers  from  one  budget  to 
another,  as  conditions  may  require. 

Section  20.  In  the  interest  of  efficient  administration,  he  shall  have  power 
to  decide  all  matters  of  detail,  purely  ministerial  and  administrative  in  character. 

Section  21.  The  assistant  superintendent  in  charge  of  business  affairs  shall 
have  charge  of  the  construction,  operation,  and  maintenance  of  buildings  and 
equipment,  the  maintenance  of  grounds,  the  purchase,  storage  and  distribution 
of  supplies,  material  and  equipment,  as  authorized  and  directed  by  the  superin- 
tendent of  schools.  And  the  assistant  superintendent  in  charge  of  business 
affairs  shall  have  the  supervision  of  the  erection  of  all  buildings.  He  shall  make 
such  reports  of  the  general  condition  of  school  property  as  may  be  directed  by  the 
superintendent  of  schools.  He  shall  make  an  annual  report  to  the  board  and  to 
the  superintendent  of  the  general  condition  of  the  buildings  and  other  property 
of  the  district  as  to  repairs,  construction  and  improvement.  He  shall  supervise 
all  matters  of  repairs,  and  have  general  charge  of  all  buildings  belonging  to  the 
board. 

Section  22.  The  assistant  superintendent  in  charge  of  business  affairs  shall 
recommend  to  the  board  through  the  superintendent  from  time  to  time  such  as- 
sistants, stenographers,  clerks,  engineers,  janitors,  foremen,  and  mechanics  as 
shall  be  needed  for  continuous  employment  in  his  department ; and  he  shall  have 
authority,  with  the  approval  of  the  superintendent,  to  employ  such  workmen  or 
other  employees  as  are  necessary  for  the  execution  of  the  work  in  this  department, 
and  to  discharge  the  same.  He  shall  attend  all  meetings  of  the  board,  unless  there 
is  urgent  reason  for  his  absence,  and  he  shall  give  bond  for  such  amount  for 
faithful  performance  of  his  duties  as  shall  be  required  by  the  board. 

Section  23.  The  attorney  shall  attend  all  meetings  of  the  board  unless  there 
is  urgent  reason  for  absence,  shall  represent  the  district  and  such  officers  and 
employees  of  the  district  as  the  board  shall  direct  in  all  proceedings  at  law  to 
which  the  district,  the  board,  or  any  such  employee  shall  be  a party,  as  such,  shall 
render  opinions  on  the  legality  of  titles  of  property  of  the  district  and  of  contracts 
entered  into  by  the  district,  when  requested  so  to  do.  He  shall,  when  requested, 
advise  the  board,  or  any  member  or  employee  of  it,  on  matters  pertaining  to  the 
business  or  conduct  of  the  district  or  its  schools. 

ARTICLE  III. 

Section  1.  The  regular  meetings  of  the  board  of  directors  shall  be  held  on 
the  second  Wednesday  of  each  calendar  month,  and  on  the  last  Saturday  of  the 
months  of  March,  June,  September,  and  December,  at  the  hour  of  8 p.  m.  All 
meetings  of  the  board  shall  be  held  in  the  offices  of  the  board. 

Section  2.  The  order  of  business  at  all  regular  meetings  shall  be  as  follows  : 

1.  Roll  call. 

2.  Approval  of  minutes. 

3.  Report  of  superintendent. 

4.  Report  of  assistant  superintendent  in  charge  of  business  affairs. 
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5.  Report  of  committees. 

6.  Petitions  and  communications. 

7.  Report  of  secretary. 

8.  Unfinished  business. 

9.  New  business. 

10.  Claims  and  accounts. 

Section  3.  Special  meetings  of  the  board  of  directors  shall  be  called  by  the 
secretary,  upon  the  written  request  of  three  (3)  members  of  the  board.  Written 
notices  of  every  meeting,  whether  special  or  regular,  shall  be  delivered  or  mailed 
to  the  Denver  address  of  each  member  of  the  board,  at  least  twenty-four  (24) 
hours  prior  to  the  time  designated  for  such  meeting. 

Section  4.  The  majority  of  all  members  shall  be  necessary  to  constitute  a 
quorum  for  the  transaction  of  business. 

Section  5.  Upon  the  request  of  one  (1)  member,  the  “ayes”  and  “nays” 
shall  be  taken  upon  any  motion  before  the  board  of  directors.  Each  member 
present  shall  vote  “aye”  or  “no”  upon  all  questions,  unless  excused  by  the 
board  of  directors. 

Section  6.  Except  as  herein  otherwise  specified,  the  proceedings  of  the 
board  shall  be  governed  by  the  rules  prescribed  in  Roberts’  Rules  of  Order. 

Section  7.  The  board  of  directors  shall  have  one  (1)  standing  committee, 
designated  as  the  committee  of  the  whole.  Preceding  each  board  meeting,  when 
convenient,  there  shall  be  a meeting  of  the  committee  of  the  whole  for  the  con- 
sideration of  all  matters  pertaining  to  school  affairs. 

Section  8.  Special  committees  of  the  board  appointed  by  the  president, 
unless  otherwise  ordered,  shall  investigate  and  act  for  the  board  in  such  minis- 
terial matters  as  may  be  assigned  to  them  by  the  board,  and  in  other  matters  sub- 
ject to  the  approval  of  the  board.  Such  committees  shall  report  to  the  board  in 
writing,  in  such  manner  and  at  such  times  as  called  upon  by  the  board. 

Section  9.  At  any  regular  meeting  of  the  board,  any  by-law  of  the  board 
may  be  enacted,  or  repealed  by  a majority  vote  of  the  full  board  membership, 
provided  that  notice  of  the  proposed  action  shall  have  been  given  at  the  regular 
meeting  last  preceding;  any  by-law  may  be  suspended  at  any  meeting  by  the 
unanimous  vote  of  the  full  board  favoring  such  suspension. 
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II. 

SURVEY  OF  SCHOOLS,  SCHOOL  DISTRICT  NO.  ONE 

SURVEY  COMMITTEE  IN  CHARGE 

G.  M.  Cole  R.  E.  Wright 

Summary  of  Recommendations  Relating  to  General  Organiza- 
tion and  Administration 

By  J.  F.  Bobbitt,  University  of  Chicago 


THE  BOARD  OF  DIRECTORS 

1.  That  the  Board  of  Directors  clearly  distinguish  its  legislative,  its  ad- 
ministrative, and  its  inspectorial  functions. 

2.  That  the  Board  determine  in  fuller  measure  through  its  general  legisla- 
tion the  policies  that  are  to  be  pursued  in  the  conduct  of  the  schools  in  the  vari- 
ous departments  of  the  work. 

3.  That  for  carrying  out  the  policies  determined  in  its  legislation  the 
Board  utilize  as  fully  as  possible  the-  services  of  trained  and  experienced  ad- 
ministrative officials. 

4.  That  the  Board  of  Directors  develop  ways  and  means  for  performing 
more  effectively  its  inspectorial  functions.  After  laying  out  general  policies 
and  after  delegating  the  work  to  administrative  experts  the  Board  should  know 
through  its  inspectorial  labors  whether  these  experts  are  securing  the  intended 
results  effectively  and  economically. 

ADMINISTRATION 

5.  That  the  Board  of  Directors  should  abolish  all  standing  administrative 
committees,  delegating  the  administrative  functions  now  performed  by  such 
committees  to  trained  and  experienced  executive  officials. 

6.  That  in  the  initiation  of  legislation  and  in  the  performance  of  inspec- 
torial duties,  the  Board  work  through  special  committees  appointed  as  the  tasks 
arise.  For  most  of  the  legislative  and  inspectorial  functions  the  Board  will  best 
work  as  a committee  of  the  whole. 

7.  That  the  Board  of  Directors  place  the  administrative  responsibilities 
of  the  school  district,  except  such  as  belong  to  Secretary,  Treasurer,  and  Attor- 
ney, upon  a single  individual.  It  is  a commonplace  of  good  business  organiza- 
tion that  administrative  responsibility  should  be  thus  centralized. 

8.  That  since  the  central  labor  of  the  school  organization  is  instruction 
with  all  things  else  merely  auxiliary,  the  single  executive  head  of  the  school 
system  should  be  the  Superintendent  of  Instruction. 

9.  That  for  the  work  in  so  large  a city  as  Denver,  the  Superintendent 
appoint,  with  the  approval  of  the  Board,  at  least  two  assistant  superintendents 
in  charge  of  instruction. 
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10.  That  the  Superintendent  appoint,  with  the  approval  of  the  Board,  an 
assistant  superintendent  in  charge  of  business  affairs,  upon  whom  shall  be 
placed  the  responsibility  for  the  efficient  maintenance  and  operation  of  the 
physical  facilities ; for  the  purchase  and  distribution  of  supplies ; for  the  expen- 
diture of  moneys  within  the  limits  set  by  the  budget ; all  under  the  direction 
of  the  Superintendent  and  ultimately  controlled  by  the  legislative  and  inspec- 
torial functions  of  the  Board  of  Directors. 

11.  That  for  its  legislative  activities  the  Board  develop  systematic  meth- 
ods of  securing  needed  information  and  advice. 

12.  That  the  Board  find  methods  of  securing  reliable,  trustworthy  infor- 
mation relative  to  the  educational  needs  of  the  various  social  classes  within 
the  city. 

13.  That  the  responsible  committees  of  responsible  lay  organizations  be 
asked  by  the  School  Board  to  co-operate  in  the  securing  of  such  information 
needed  for  educational  legislation.  Before  legislating,  the  Board  needs  to  see 
the  matter  from  the  layman’s  community  point  of  view. 

LEGISLATION 

14.  That  on  all  questions  of  general  legislation,  the  Superintendent,  As- 
sistant Superintendent,  and  specially  competent  supervisors,  principals,  and 
teachers  be  also  required  to  assemble  information  for  the  Board’s  use  and  to 
make  recommendations  as  to  the  legislation  in  hand.  The  Board  will  never 
legislate  safely  unless  it  sees  the  problem  from  the  point  of  view  of  those  who 
best  know  education  and  who  must  do  the  work. 

15.  That  systematic  modes  of  securing  information  concerning  the  legis- 
lation and  practices  of  other  cities  throughout  the  United  States  be  developed, 
and  that  such  information  may  be  fully  utilized  in  drawing  up  the  legislation 
for  the  city  of  Denver. 

16.  That  legislation  be  general  and  not*  specific.  After  laying  out  the 
general  outlines  of  policy  the  details  should  be  left  to  the  administrative  expert. 
Control  of  details  is  to  be  accomplished  through  inspectorial  labors. 

INSPECTORIAL 

17.  That  for  its  inspectorial  labors  the  Board  develop,  or  cause  to  be 
developed,  standardized  methods  of  reporting  on  each  aspect  of  the  work  that 
will  show  currently  the  situation  as  regards  all  portions  of  the  work. 

18.  That  every  report  have  a definite  purpose  and  be  used  for  that  pur- 
pose, and  all  useless  reports  eliminated. 

19.  That  the  inspectorial  labors  concern  themselves  with  every  important 
feature  of  the  educational  administration. 

20.  That  all  inspectorial  findings  be  reported  solely  to  the  Superintendent 
of  Instruction.  He  alone  should  be  responsible  for  the  continuance  of  good 
work  found  or  for  the  correction  of  anything  that  should  be  corrected. 

APPOINTMENT  AND  DISMISSAL 

21.  That  the  Board  of  Directors  should  nominate  and  appoint  only  its 

major  executive  officials : Superintendent,  Secretary,  Attorney,  Treasurer, 

Auditor. 
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22.  That  within  each  department  the  major  executive  nominate  all  of  his 
subordinates,  the  Board  limiting  its  functions  to  approval  or  disapproval. 

23.  That  the  assignments  to  work  and  transfers  be  solely  in  the  hands  of 
the  major  administrative  officials,  the  Board  limiting  its  functions  to  inspection. 

24.  That  recommendations  for  the  dismissal,  suspension,  or  placing  upon 
probation  of  employees  rest  solely  with  the  executive  officials,  the  Board  limit- 
ing its  functions  to  approval  or  disapproval. 

25.  That  after  having  delegated  the  appointive  functions  to  administra- 
tive officers,  the  Board  studiously  and  consistently  turn  a deaf  ear  to  all  appli- 
cations to  positions  subordinate  to  these  executives.  Men  cannot  be  held 
strictly  responsible  for  work  unless  they  are  left  wholly  free  to  select  their 
helpers  in  the  work. 

FINANCE 

26.  That  the  Board  should  confine  its  labors  relative  to  finance  mainly  to 
legislation  and  inspection,  delegating  the  administrative  portions  of  the  labor 
to  the  administrative  officers  of  the  Board. 

27.  That  the  Superintendent  of  Instruction  in  consultation  with  the  Assist- 
ant Superintendent  in  Charge  of  Business  Affairs  shall  be  held  responsible  for 
a careful  formulation  of  the  annual  budget,  subject  to  the  inspectorial  approval 
or  disapproval  of  the  Board  of  Directors. 

28.  That  the  Assistant  Superintendent  in  Charge  of  Business  Affairs 
transmit  through  the  Superintendent  of  Instruction  to  the  Board  monthly  a 
financial  statement  that  shows  the  various  appropriations  contained  within  the 
annual  budget,  the  amounts  of  such  appropriations  that  have  been  expended 
during  the  current  month,  the  total  amount  of  such  appropriations  that  have 
been  expended  to  date  during  the  current  fiscal  year,  and  finally  the  unex- 
pended balance  on  hand  in  connection  with  each  of  the  several  budget  items. 

29.  That  at  the  same  time  the  Superintendent  and  the  Assistant  Superin- 
tendent in  Charge  of  Business  Affairs  lay  before  the  Board  a report  of  the 
detailed  expenditures  for  the  month  for  the  inspection  of  the  Board. 

30.  That  all  expenditures  be  currently  audited  by  the  Secretary  of  the 
Board  of  Directors. 

31.  That  the  system  of  financial  accounting  recommended  by  the  National 
Association  of  School  Board  Accountants  be  adopted. 

32.  That  unit-costs  be  determined  so  far  as  possible  for  each  item  of  school 
operation  and  maintenance,  and  that  comparisons  be  currently  made  with  the 
expenditures  for  former  years  and  also  with  the  corresponding  expenditures  of 
other  cities. 

THE  GENERAL  CONTROL  OF  BUILDINGS  AND  EQUIPMENT 

33.  That  the  school  census  be  so  taken  as  to  secure  the  location  of  all  chil- 
dren of  school  ages  by  city  blocks. 

34.  That  this  block  census  be  currently  used  as  the  basis  for  changing  the 
boundaries  of  the  district  so  as  to  equalize  the  attendance  at  the  various  buildings 
and  to  provide  for  the  most  economical  use  possible  of  the  buildings. 
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35.  That  the  block  census  also  be  used  as  a means  of  showing  with  certainty 
and  accuracy  the  need  of  new  buildings  and  new  additions  to  buildings,  the  exact 
size  of  such  buildings,  and  the  best  locations  for  such  buildings. 

36.  That  the  Superintendent  be  responsible  for  all  recommendations  as  to 
changes  in  district  boundary  lines  and  for  the  amount  and  locations  of  new  con- 
structions, subject  to  the  approval  or  disapproval  of  the  Board  of  Directors. 

37.  That  the  Assistant  Superintendent  in  Charge  of  Business  Affairs  shall 
have  charge  of  the  erection  of  all  buildings  or  additions  to  buildings  approved 
by  the  Board. 

38.  That  the  Assistant  Superintendent  in  Charge -of  Business  Affairs  under 
the  direction  of  the  Superintendent  of  Instruction  purchase  all  building  equip- 
ment and  furniture,  under  the  direction  of  the  general  legislative  provisions  of 
the  Board  and  subject  to  its  inspectorial  supervision. 

39.  That  the  Assistant  Superintendent  in  Charge  of  Business  Affairs  shall 
make  all  repairs  needed  upon  buildings  or  equipment. 

40.  That  the  Assistant  Superintendent  in  Charge  of  Business  Affairs 
under  the  direction  of  the  Superintendent  shall  have  full  charge  of  the  physical 
operation  of  school  buildings. 

THE  GENERAL  CONTROL  OF  COURSES  OF  STUDY,  TEXT-BOOKS,  AND 
SCHOOL  SUPPLIES 

41.  That  the  Superintendent  of  Instruction  and  his  staff  should  have  sole 
control  of  the  making  of  courses  of  study,  the  choice  of  text-books,  and  other 
school  supplies,  subject  only  to  the  legislative  limitations  imposed  by  the  Board 
of  Directors  and  to  its  inspectorial  approval  or  disapproval. 

42.  That  after  text-books  and  other  school  supplies  have  been  selected  by 
the  Superintendent  and  his  staff,  the  purchase,  storage,  and  distribution  of  the 
materials  be  solely  in  the  hands  of  the  Assistant  Superintendent  in  Charge  of 
Business  Affairs. 
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III. 

PRELIMINARY  REPORT 

Survey  of  Business  Administration  of  School  District  Number 

One,  Denver. 

By  F.  S.  Staley,  Director , Bureau  of  Municipal  Research , Minneapolis 
J.  T.  Byrne,  Staff , Bureau  of  Municipal  Research,  Minneapolis 
R.  E.  Wright,  Executive  Secretary,  Colo.  Taxpayers  Protective  League,  Denver 


FOREWORD 

The  following  report  is  preliminary,  and  not  the  result  of  an  exhaustive 
study  of  the  business  affairs  of  the  district.  It  is  believed,  however,  that  the 
study  warrants  the  reorganization  as  shown  in  the  accompanying  chart.  The 
final  report  will  show  in  detail  constructive  recommendations  where  it  is  sug- 
gested that  the  present  organization,  or  procedure,  may  be  strengthened  or 
improved. 

SUMMARY  OF  RECOMMENDATIONS 

1.  That  the  Directors  of  the  District  relieve  themselves  of  the  matters  of 
detail  now  imposed  upon  them  in  connection  wdth  the  work  of  the  District,  in 
order  that  their  time  may  be  more  advantageously  utilized  in  the  consideration 
of  the  broader  questions  of  policy  and  in  the  supervision  of  their  executive  and 
administrative  employees. 

2.  That  the  position  of  Assistant  Superintendent  of  Business  Affairs  be 
created,  subordinate  to  the  Superintendent  of  Schools. 

3.  That  the  duties  of  Assistant  Superintendent  of  Business  Affairs  include 
supervision  of  purchase,  storage  and  distribution  of  supplies,  repair  and  main- 
tenance of  buildings,  supervision  of  janitors  and  mechanical  equipment;  super- 
vision of  erection  of  new  buildings. 

4.  That  the  duties  of  the  position  of  Supervising  Engineer  be  merged  with 
the  duties  of  the  Assistant  Superintendent  of  Business  Affairs. 

5.  That  the  executive  and  administrative  offices  be  consolidated  in  suitable 
quarters. 

6.  That  in  connection  with  the  consolidation  of  the  purchasing,  function, 
standard  specifications  be  developed,  chemical  analyses  be  made  where  practi- 
cable, and  that  the  purchasing  procedure  and  records  be  modified. 

7.  That  the  stock  of  the  storehouse  include  supply  of  all  articles  used  by . 
the  repair  department,  and  that  stock  records  similar  to  those  now  kept  for 
educational  supplies  be  kept  for  such  repair  materials. 

8.  That  the  storekeeper  be  required  to  exercise  supervision  over  the 
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schoolhouse  storerooms  and  to  prescribe  uniform  methods  for  the  keeping  of 
stocks  and  records  in  such  store  rooms  and  of  issuing  supplies  therefrom. 

9.  That  all  deliveries  as  far  as  practicable  be  made  through  the  store 
house  to  provide  for  proper  inspection  of  deliveries  and  to  facilitate  approval 
and  payment  of  bills. 

10.  That  the  accounting  procedure  be  modified  as  suggested  herein  and 
as  will  be  more  fully  detailed  in  our  final  report. 

11.  That  the  procedure  in  regard  to  preparation  of  payrolls  and  issuance 
of  pay  checks  be  altered  as  outlined  herein. 

12.  That  an  effort  be  made  to  secure  more  cash  discounts  by  facilitating 
the  approval  of  invoices. 

13.  That  costs  of  repair  jobs  be  carefully  estimated  in  advance,  that  job 
costs  be  kept,  that  comparison  be  made  of  estimated  and  actual  costs,  and  that 
these  costs  be  utilized  in  the  preparation  of  the  budget  for  repairs. 

14.  That  the  Budget  be  prepared  in  greater  detail  and  that  it  be  utilized 
as  a financial  program  and  a check  upon  administrative  employees. 

15.  That  construction  of  future  buildings  be  financed  by  bonds  issued  on 
the  Serial  plan,  rather  than  by  payment  out  of  current  revenues,  or  by  the 
Sinking  Fund  method. 


